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OFFICE OF GENERAI SERVICES

REPCRT OF OPERATIONS

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT : Vaﬂﬂy Report of Operations for the period ending

20 duguot 1953

A. Personnel On Duty Vacancies In Process
Office of Chief ) 25X1
Reds. Mgt. Section 2 ?

Rcds. Center Section
Mail Control Section

3

L

g&
HE oL

.1l. No. on leave three days or mo
Records Mgt. Section- -F
Mail Control Section- z
Records Center Sec.- | @ .

2. No. on special detail out of office $ . How long?
Records Mgt. Section-
Records Center Section-@)
Mail Control Section- @

3. Where: Cne Mz dn Thamporictlos Divicton os Qul3 Wms cowrder,
Ono Courdex has bean detalled to NSC for' the past three
wecks roplasing thedy ropular courder on anmal loave,

4. No. pending resignation, transfer and/or reassignment:
Records Management Section- §

Records Center - &
Mail Control - 358
5. Specific cases on item 4 not in previous reports. -
6. New applicants interviewed w . Recruited by Personnel_ = __ .

Recruited by this office _ e .
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Aduted gtvation ad Probiemss

The microfilming of the Mogrephic Regisztor Zosslers for the Witd

/ Mﬂsmm‘mwmm Mougt 1953, -

Tt 18 sstimatod that there are 100 five {5) drawar cshinsts oomteladng
oreximataly 175,000 cases to be microfilmad, ‘

Work 4y gontimaing on the compiling of vital materidl deposk$ schedules,

The oontrol f1les were rovised to show the location of pollotized
rYenords in| |

Jequesty for records and distribution materials have now boen
centraliged, ALY calle are received on exten®ion| |

rersoanel stationed in Rosalyn ave preeessing JANIS r
inveives nncraling, repacking, arranging ad inven the matarial,

A three vay canbination loci: has been pleced on thce office door in the

| | It will no longer be necessary fop persormel on
%o pdek up and reluon 2 key o |

Shalved records 4n the Conter have now been shifted and consolidated

in order to pick up the naximm amnt of contimuous spacs, One roms,

1058, has been ampiled,

Hall Gontvol Section

‘hore were oo Wips © D07 ad DXX homes,
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Average Veok
. TpWesk  Lagh Fiaoal Yoor
1. Mo |
maaﬁé& - Rotary Camera 1200 18,697
Flatwbed Cemera 3988 9,735

2« Records Center « (all figares in cubic feet)
Records recelved for processing snd storage 90 -
Reference to records material 103 178
Records material deatroysd - -

3. Supplenental Distribution Center

8y New mnlerial forr stocks
Information Reports
Intelligence Reports

Regalations
Gther

c, Intidal Matibutions
Rotices 1 3

Ragalations
Othen

!
- 1. /T

oo
(0}

Le Hall Activities

8, Post Office Mall
Incoedng
Outgoing

b, Poatage expended

Ce Scheduled courier trips

de Special courler trips

ey Inter.agency mail by courier
Incoming

) Ontpoding

fs Persormel actionss
Reorud tmentes

g Use of Moter.Pool Veicles
Avallsble

Available but delayed
Holt avallghle
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